
INSTRUCTIONS FOR DEVELOPING AGENCY PURPOSE AND PROGRAM 
DESCRIPTIONS FOR THE FY 2018 AND FY 2019 BIENNIUM 

Introduction 

The narrative descriptions of agency purpose and programs, which will be included in the Governor’s 

Budget for the FY 2018 and FY 2019 biennium, can be accessed through the Automated Budget System 

(ABS).  Agencies will be able to open their description of agency purpose in the system, edit it in Microsoft 

Word, and save the revised document back to the system. 

 

Accessing and Editing Agency Narrative 

1. Open and login to ABS, select Biennial Budget from the Budget Development menu, and click the 

Narrative button. 

 

  



 

2. The Agency Purpose window opens.  Click the Open Agency Purpose button. 

 

3. The Agency Purpose document opens in Microsoft Word.  The user may edit the text, but the 

format of the document must not be changed.  Choose File>Save As to save the file locally; ABS 

creates a file temporarily on the user’s local drive that is deleted when the Agency Purpose 

window is closed. 

 

  



4. Click the Save Agency Purpose button in ABS to save the edits.  Note that edits will not be saved 

in ABS if this button is not clicked.  Click the Submit Agency Purpose when you are finished and 

ready to submit the text to OPM.  Note that submitting the agency purpose will lock this 

window, so do not submit the agency purpose until it is final. 

 

5. Click the Agency Purpose Exit Button.  This will close Microsoft Word and delete the local 

Agency Purpose document. 

 



Accessing and Editing Agency Program Descriptions 

1. Open and login to ABS select Biennial Budget from the Budget Development menu and click the 

Program Desc button. 

 

  



 

2. The Program Description window opens.  Click the Open Program Desc button. 

 

  



 

3. The Program Description opens in Microsoft Word.  The user may edit the text of the purpose, 

but the format of the document must not be changed.  Choose File>Save As to save the file 

locally; ABS creates a file temporarily on the user’s local drive that is deleted when the Program 

Description window is closed. 

 

  



4. Click the Save Program Desc in ABS to save the edits.  Note that edits will not be saved in ABS if 

this button is not clicked.  Click the Submit Program Desc when you are finished.  Note that 

submitting the program description will lock this window, so do not submit the agency purpose 

until it is final. 

 

5. Click the Agency Purpose Exit Button.  This will close Microsoft Word and delete the local 

Agency Purpose document. 

 


